ENTERPRISE

EHRP Job Aid

http://ehr.od.nih.gov/ehrp

HUMAN RESOURCES

Version 13
April 14, 2004

Public Queries / Reports

1. To run apublic query, go to: Home > PeopleTools > Query Manager > Use > Query Manager

2. Search for a query

a. Type in the exact name of the query (a full listing of available queries begins on Page 3) or enter
the first few letters of the query name

b. Click the Search button

Enter the query
name

Click ‘Search’
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3. Torun the query, select “Run” on the right hand side of the query name

For Help!
Call: 301-496-3477 (6-EHRP)

Email: helpdesk@nih.gov
Visit: http://support.nih.gov
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4. Enter the parameters for which you would like to the report to run (i.e. beginning and end
dates, etc.).
a. If one of the lines asks for Department Set ID, enter “NIH00”
b. Click the View Results button

/3 Query - Microsoft Internet Explorer (=] P3]

Fle Edit Wew Favortes Tonls Help |

=Eack - = - ) @ | Qusearch [EFavortes (#Hstory | B+ S md

Address [@] hitp:/nbspeoplescft2: 7001 fsarviatsjicientservlet{pshrdev?LCType=QueryBICAction=1CGryNameURL=HEDDDS  ¥| PGa Hum’s E

HE0006 - HEQ006 - Tenure Changes =l

Automatic Action Type: |CareerTenure Conversion j

Enter ‘NIHOO’ T

Department SetlD

View Results

Click ‘View | | aatwe | Name [ | EmpiRcds | Msycd1 | Posion | Descr | Actiont |
Results’

=l
&] Done || B8 Locatintranet 4
5. To download the HTML file to Excel
a. Select Download results in: Excel SpreadSheet and the results will display in a table
b. You must save the results in Excel, by selecting File > Save As, and type in the report
name you would like to save it under*
* Under the new title, make sure that you select ‘Save as Type’ and choose MS Excel
from the drop-down list
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For Help!

Call: 301-496-3477 (6-EHRP)

Email: helpdesk@nih.gov
Visit: http://support.nih.gov
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You can find a complete listing of
EHRP Queries / Reports
on the HHS EHRP website at:

http://www.psc.gov/hrs/ehrp/news/publicqueries revised012104.html

For Help!
Call: 301-496-3477 (6-EHRP)
Email: helpdesk@nih.gov

Visit: http://support.nih.gov
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